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INSTRUCTIONS See Publication.No. 7€iP.M-! for instructions on completing th is  form. Forward signed original to 
Department of Archives' and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia. 30334. 
Attention: Scheduling Section. 

FOR AGENCY USE 1. Agency Address FOR REWRDSWNAGEMENT USE 
wlicafion Date Administrative Division &@cation Number 

Department of Veterans Service 
Floyd Veterans Memorial Bldg. 
c..:-- T, n7A Date Completed Dale Received 

14 
JUlL.2 P.-j.,u 
Atlanta, Georgia 30334 I bCT 1 5 1982 1 J A N  1 9  1983 

1. Dates of Series 
iarliest Latest 

The Department of Veterans Service is responsible for serving the veterans of Georgia, 
their dependents and survivors in all matters pertaining to veterans affairs. 
informs veterans and their dependents of all benefits authorized by Federal and State 
laws and assists them in filing applicationsfclaims for benefits to which they are en- 
titled; operates the State Homes for war veterans; serves as State Approving Agency 
for the Veterans Administration. 

The Dept. 

5. Records Series T i l e  lfollowed by title used in office; if different) 

1. Record Series Dewiption 

Documents relating to: 

This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 
Referencing and  locating Georgia veterans case files 

~~~ ~ - ~- ~ ~ .~~~ - ~~.~ ~~~ ~ 
~~ 

~ 

> ., 
Included are: 3" x 5" cards identifying veteran's name, address, 

VSO Number; VA "C" number, Social Security number, 
Service numbers, DOB and date of service. 

1930's  I Present 

. .. . ,., . .  

File i s  arranged: Alphabetically by name 
. .  

B. Monthly Reference Rate 

One to six mnths old 

How often are remrdsreferred to which are: 

; Seven to twelve months old '- ; Thirteen to twentyfour months old 

Veterans Service Client Index Card Files 

* -  r 

twenty-five months and older ? 
B. Annual Rate of Accumulation of Records 

Letter-size drawers ; Legakize drawers :Shelves ;Other ( q k j f v )  CU* ftfyr 
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I A l  
I X I c. Is thisavital record? 

I d. Does this series have h i s tw id  or long term research value? r l  

=, 
m i r e  (Place an "X" in the proper mlumn) 

a. I s  this the official mpy of the series? 

b. Does the series mntain mnfidential information requiring security handling? If  yes, cite law or regulation. 
I f  not. where i s  it? 

Tr 

1 1. I 
Wention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need Permahent years, 

c. Federal law years. f. Federal retention instructions years. 

Attach mpy or excert of laws or regulations. Explain administrative need. 

T b p r o v e d  Disposition instructions This agency recommends that  the file series be cut off a t  the end of each: 
0 Calendar Year; 0 Fiscal Year; 0 Other then, 

0 Hold in the current files area month(4 ~ ~ year(s);then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 

year(s); then 
yeark); then 

Other ISpecifyl 

Original Cards (3"xS") - Maintain  in office until microfilmed. 
hold until verification of microfilm; then transfer to State Records Center; hold 
three (3) months; then destroy. 

After microfilming 

~~ ~ 

~ ~ . . -  ,~ ~ ~ ~~~~ ~ -~ ~~ 

Microfilm (original fiche) - Transfer to State Records Center, hold 50 years 
in~microfilm security vault, then destroy. ~~ 

~~ ~ , .  

Microfilm (copies) - Maintain in office until no longer needed for reference. 

There instructions apply to al l  prior and future accumulations of the series. 

lecommendations in para- ( 

raph 12 are approved. 
If disapproved. attad, letter 
f explanation.) uetary of StatelDesignee && 

State AuditorlDesignee 

- Attorney GenerallDesignee 
1-50-71; R n .  76 - 


